Beginner’s Computer Class
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Turning a Computer On or Off?

» Power Button located on the Tower
Turns the computer on

o Turn the Monitor on

* To turn a Computer off —
Go to Start menu

Select “shut down”
Can also hold down power button on the tower, but not recommended as
you will loose anything unsaved and it doesn’t shut down properly.

Only use when computer freezes up and no other option available

When shut down this way, the computer doesn’t have time to properly save

settings, changes, and close programs. There is a possibility that data might be
lost.



The Basics




Keyboard
The keyboard is used to type information into the computer
The keyboard is similar in appearance to a typewriter

Aside from the letters and numbers on the keyboard, there are
a few other important keys:

Handout of Keyboard Keys
Enter or Return keys
Tab key- used to create indents when typing, can also navigate with
Backspace key (Delete)- used to delete errors when typing

Shift key — used in combination with other keys (Capital letters, punctuation,
symbols)

Caps Lock key — locks letters into capital letters so that any letters you type
would be in CAPITALS

Num Lock key



Operating the Mouse

O

» There are two buttons: a left button and a right
button

o A single click of the left mouse button selects an item

o Double clicking (two quick clicks) will open a window or
application

o Right clicking an item opens a Menu that has common
shortcuts and options for the file or program




This is where icons for programs, the start menu,
and other highly used functions reside.

Think of your computer desktop as just that: the top
of a desk where you would keep the items you use the
most while working.

The desktop Is a space that can be customized to fit
your needs (icons or to open frequently used
programs can be added for ease of use).

You can add shortcuts to programs that you use
often for easy access.



I Recycle Bin
Shortcut s

Small-A-E-¥.aif internet

REMEMBERING
Blood... THEFALLEN ...

nputer

Mozills Firefox  Userson overdrive valerie's
Km-rpkr2  screensa’ map.pdf

fcrobat REMEMBERING REMEMBERING

~ 9Pro THE FALLEN ... THEFALLEN ...

|m Patrons | [® My Account & Lock Screen I X Exit |




A desktop can be personalized to fit your needs

You can customize the theme of your desktop by
adding an image or pattern of your choice.

The bar across the bottom is called the Status Bar.
This shows the user what programs are being used.



Shortcuts are files that access files that are stored on
your hard drive (C:). Clicking them opens the file or
program just the same as clicking on the actual file.

Icons are small pictures that represent a program.

You can move the icons and shortcuts and rearrange
them how you would like it

The icon called “Recycle Bin” is the file that holds
your deleted files. You can open it, and then delete
the files in there, or restore the files to be used again.
It serves as a “double-check” when deleting files, but
not all files will go there.



The Desktop and Start Menu
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Located in the lower left hand corner

Where you access basically every function and
program on the computer

Point and left click on the Start Menu (can also be
open by hitting the Windows key)

A display of the most recently used programs will appear

To view other programs available, left click on the words “All
Programs”.



Start Menu

» Setup of Start Menu

o Right side is a list of recently used programs
~ Most used programs can be added to top permanently
« Bottom right side is where to go to All Programs
o List of software that is installed on computer
o Becomes highlighted when new programs are installed

o Left side Is list of common folders and quick access to
computer settings

o Bottom Left side is for Utilities




My Computer

O

e Lists your computer’s devices and drives

o (C:) Drive is usually your hard drive and is where most
software is installed or saved

o Devices with Removable Storage are usually your CD/DVD
drive, floppy drive, and USB flash drive.

« The assigned letter can change
o Shows other hardware that is installed and ready to use
« Printers, Digital Cameras, etc.




Used to manage most of your settings

This Is where you have the options to change settings

for your computer

For example
The appearance of the desktop
Adding or removing programs
Network connections

Each Category is set-up for specific functions for you

to change to your preference

Appearance, User Accounts, Audio Devices, Network
Connections



The Window
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The Window

O

» There are three buttons on the top right of the
window.

o The (_)sign is to minimize the window, which keeps it open
but “closes” it to the task bar.

o The middle sign can be used to expand, or “maximize”, the
window to fill your screen

« Or you can reduce it to a window if already maximized

o The red box with the “X” i1s used to close the window, or can
also close the program if you have one open.




The Window

O

» The Window Is made up of certain parts that are

common:
Menu Bar is a horizontal menu that appears at the top, each option is
associated with a pull-down menu

Pull-down menu (drop-down) is a menu of commands or options
when you select an item at the top of your display screen or window

Navigation Bar is buttons that allow quick navigation through files
and folders
Task Bar is an application that allows you to perform common tasks
within a window

Creating folders, copying, deleting, moving
Quick Navigation bar is for switching through common folders and
settings on your computer




* Pull-down menu (drop-down) is a menu of
commands or options when you select an item at the
top of your display screen or window

Offers variety of options from file management, to editing files
or programs, viewing options, and help options

Often there are a variety of shortcuts using the keyboard that
use the same commands as those in pull-down menus
Copy, Paste, Cut, Move, Delete are just some of the commands that

have keyboard shortcuts that, once known, are easier and quicker
than using the pull-down menu



» Afile is a collection of digital data.

It has an unique name, defined by a structure that exists , and must
be followed for Windows to understand

Must contain two parts separated by a period (.)
The file name
The extension (example: .doc; .ext; .jpg)

» A folder can contain files and additional folders

The exact location of a file is called its path
Example: C:\Documents and Settings\olson\My Documents

This would be the path to access My Documents folder on my
computer

It is Important to understand the path of a folder in case you would
like to delete, copy or move folders



A folder within another folder i1s called a sub-folder.
Subfolders contain more files

A way of keeping files together and organized

Example: Photos of grandchildren, subfolders are of dates or
events

You can change the way you view the files within a
folder

Click on the View button in the Menu Bar

A drop down menu shows different options: Thumbnails, Tiles,
Icons, List, Details

Icon and Thumbnail views are good for graphic files, Details is
good when looking for files by date or size



» You can sort your files and folders in a number of
ways
Name, Date Modified, Type, Size or Tags

You can also group files in your folders which make it easier to
Identify. You can sort them by date, and then group them, or
by size or file type.

To do this, right click anywhere in the window and select Group By
and choose how you would like to group the files

» To Navigate through your folders, you can use the
Navigation Bar



» The internet is a wonderful and fast way to get
Information (using the internet is often referred to as

“surfing the net”)

» It’s a global network that connects millions of
computers to exchange data, news and opinions.

» Some things to know about
Modem — converts analog data to digital data and vise versa
through a phone line.

ISP — Internet Service Provider — refers to a company that
provides Internet service for a fee, and usually send you the

software needed.



» Some things to know about
Router — a device that forwards data packets along networks.
LAN — Local Area Network
Wireless Network Card — enables you to share files, printers,

or other network resources and internet access

Public Network — Wifi Spots — allows the public to connect to the
Internet through their network

Private or Secure Network — is a network that is password
protected, and you cannot gain access to it unless you have the
password.

Phone companies are now offering these that create WiFi spots for
your computer using a USB adapter



Introduction to the Internet

O

» There are many different ways to connect to the
Internet:

o Dial-up access — using a modem connected to your PC, you
connect to the internet by dialing a phone number. Usually a
slow method of connecting and the connection is not always
good.

o DSL — also called an “always on” connection. It uses existing 2-
wire copper telephone line and does not tie up your phone line.
There is no need to dial a connection and is always connected.

o Cable (Broadband) — by use of a cable modem that operates
using cable TV lines. Much faster and can achieve faster
results.




Introduction to the Internet

O

» ways to connect to the internet:

Wireless (WiFI) — Instead of telephone or cable lines, you use
radio frequency bands through a LAN adapter (card) that
allows access to the internet. You can pay to have this in your
home or use a public WiFi spot that are becoming popular.

Laptops most commonly come with a LAN card installed in them,
but you can also buy a USB adapter to use if you don’t have one.

There are others that are available, but these are the ones most
popular and available for the public.
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» A Browser is the software that reads the html code
used on the internet, and displays the information so
that you can view it.

Explorer, Firefox, and Safari are just a few examples

» Most major web browsers have these elements in
common, these are found in the Menu Bar
Back and Forward buttons
History list, showing the previously viewed websites
Refresh, or Reload, that reloads current page
Home button, that returns to user’s home page



Sometimes you have little icons added onto your
browser, and these work as shortcuts to websites

There Is also a Menu Bar, that has drop down menus
that have different features that you can use:

Under the File Menu, you can open new windows, new tabs,
print, and others

Each Menu item has different options.



Introduction to the Internet

O

» The anatomy of a Web Address

» Example: http://www.fremontne.gov/library
o http: the computer language in order to retrieve this file
o www: the name of the host computer — world wide web

o fremontne: the second-level domain — specifies the correct
address

o gov: the top level domain (handout)

o library: a directory, or file containing Web pages — like sub
folders.




Introduction to the Internet
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The web site that comes up first Is the “home page”.
(your homepage can be whatever you want it to be)

To learn how to “navigate” a website, we will be
using the library’s web site.

On the right hand side of the web page you will find a
scroll bar. To view the lower part of the page you will
use the scroll bar.



Now take your mouse and move around the page,

you will see that in some places, the mouse changes
shape from an arrow to a hand. This indicated that
the word or picture you moved over is a link. A link

will take you to a different page on the website or to a
different web site altogether.

Left click once on one of the links you moved over, a
new web page will come up.



» Search Engines are online services that help you find
specific web pages by using key words
The more specific you are with your key words, the better the chance
of finding the webpage
» There Is no perfect search engine, and they all work the
same
Google, Ask, Bing, Yahoo, Ask Jeeves are all examples of search
engines
» Most browsers include search engines in the upper right
side of the window. The can be modified to your
preference.

As you type in a search engine, it will offer suggestions based on what
you are typing to help your search.
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